Enrolment Guide 2010/11
Whether you are a new or returning student, York St John University is pleased to welcome you to the
new academic year. This guide to enrolment for new and returning students contains important
information relating to your enrolment and study for the academic year 2010/11. Please read this
guide carefully before starting the online enrolment process.

Please note
It is extremely important that you enrol as soon as possible and preferably before you arrive at York
St John University. Limited facilities for enrolment will be available on campus if you cannot access a
computer or internet connection at home or locally. A delay in enrolling may result in your being
unable to access University facilities and your first student loan payment (if applicable) being delayed.
New students also need to complete the student ID card form in they received with their enrolment
letter and return this to us with a passport photograph.
If you have any queries about enrolment and what you must do, please contact Registry staff
immediately for advice.
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Before You Start, Change Your
Password
If you are a new student, before you can access the online enrolment system or any other University
computer system you must change the temporary password we have given you to one only you know.
1. In order to change your password, please go to www.yorksj.ac.uk/changepassword and enter
your username, as given in your enrolment letter, and click on the Change Password button.
2. Enter the password we gave you in the Old Password box, and your new password in the
New Password box. Your new password must be at least six characters long.
3. When you have changed your password in this way you will be able to access the other York
St John computer systems, such as e:Vision and Blackboard (and the University e-mail
system once you have fully enrolled).
4. You will not be able to access any of these systems, or the enrolment process, until you
have changed your password.
Returning students can continue to use their existing password. Passwords expire after a year,
however, so you may need to renew it. If you have forgotten your password, you can use the Change
Password screen at www.yorksj.ac.uk/changepassword to have a new password e-mailed to the
personal (ie non-University) e-mail address we hold for you. If you do not have a personal e-mail
address recorded on our system, visit the Student Advice Team in the Holgate Student Centre or, if
you are not regularly on campus, we can send it to you via post. When choosing a new password, do
not use a password you have used previously.
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How Enrolment Works
This section describes the enrolment process at York St John University. It explains what enrolment
is, how to access the system, how to complete the process, and when and how new students will
obtain their student ID card.

What is Enrolment?
Every student at York St John University is required to register at the start of each academic year.
Enrolment is the formal process of becoming a student of the University. It enables you to attend
lectures and seminars, receive tuition, sit examinations and register with the Library and other
services. It is a financial process of paying fees as well as ensuring that the University holds accurate
and up-to-date information about you. It also asks you to confirm compliance with the University’s
regulations. It is not about choosing and confirming the modules you wish to study – this is a separate
exercise.
Returning students, students going on overseas exchange programmes or undergoing internships or
placements away from the University, as well as part-time and off-site students, must also complete
the enrolment process at the start of each academic year.

What is Online Enrolment?
Online enrolment involves using webpages to:





check your agreement to abide by the regulations and procedures governing your studies
check and amend if necessary the personal details we hold for you
confirm your programme of study
pay your tuition fees, if applicable.

If you are a new student, the enrolment process is fully complete when you are met by Registry staff
during Welcome Week and issued with your student ID card. Returning students are fully enrolled on
successful completion of the online enrolment process, and do not require a new student ID card.
You must complete enrolment online as soon as possible to avoid:





delays in your student ID card being issued (applicable to new students only)
delays in being able to access University facilities
delays in the payment of your first student loan instalment (if applicable)
having to queue in computer suites to complete the enrolment process.

The final date for enrolment is four weeks after the start of your programme. After that date you will be
deemed to have withdrawn from your studies or not arrived, and IT and Library access will be cut off.

What You Will Need in Order to Enrol Online
In order to enrol online you will need the following information:





returning students will require the University username and password they have used
previously
new students will require their username and password as printed on their enrolment letter
address details, including emergency contacts and telephone numbers
fee payment information, if applicable: this may include bank account details, sponsor letter,
credit/debit card details, student support notification.
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Before You Start, Change Your Password
If you are a new student, before you can access the online enrolment system or any other University
computer system you must change the temporary password we have given you to one only you know.
In order to change your password, please go to www.yorksj.ac.uk/changepassword and enter your
username, as given in your enrolment letter, and click on the Change Password button. Enter the
password we gave you in the Old Password box, and your new password in the New Password box.
Your new password must be at least six characters long. When you have changed your password in
this way you will be able to access the other York St John computer systems, such as e:Vision and
Blackboard (and the University e-mail system once you have fully enrolled). You will not be able to
access any of these systems, or the enrolment process, until you have changed your password.
Returning students can continue to use their existing password. Passwords expire after a year,
however, so you may periodically need to renew it. If you have forgotten your password, you can use
the Change Password screen at www.yorksj.ac.uk/changepassword to have a new password emailed to the personal (ie non-University) e-mail address we hold for you. If you do not have a
personal e-mail address recorded on our system, visit the Student Advice Team in the Holgate
Student Centre or, if you are not regularly on campus, we can send it to you via post. When choosing
a new password, you cannot use a password you have used previously.

How to Access e:Vision, the Online Enrolment System
e:Vision is the name of our web-based student records system, and is the system you’ll use to enrol
online with us. It will become your student record system, and will be used throughout your York St
John University career, to access such information as your module results and examination
timetables, as well as update us on any changes of address or telephone numbers, or carry out selfservice tasks such as module registration or graduation ceremony bookings.
To access the online enrolment system, please go to www.yorksj.ac.uk/evision and log in using your
University username in the format firstname.lastname (note the dot between your first name and last
name. Some student usernames may also be suffixed by a number) and the password you have set
up for yourself.
If you are registered on more than one programme, the system will ask you to indicate, using a dropdown list, which programme you are logging-in for.
Once you have logged in you should see a link that says click here to enrol. If you do not see this,
please contact us. Click the link to start the enrolment process. If you need to, you can leave this
process at any time and return later to complete it; e:Vision will remember where you are in the
process and take you there when you click the link again.
The enrolment process is a series of simple steps designed to let you check the information we
already hold for you and give us any further information we require. When you have completed each
step, click on the Next button to go to the next step. Please make sure all mandatory fields, denoted
with asterisks, are completed: if a mandatory field is left blank, the procedure will return you to the
same step. If you wish to return to a previous screen, in most cases you can do so by using the Back
button on your browser.

Your Student ID Card
Your student ID card will last for the duration of your study at the University, and as such it:



identifies you as a student of York St John University
is your University Library Card – you will need it to access Library resources
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is required when entering for examinations, collecting payments or other official documents.

If you are a new student, we require a passport-type photograph. You will have been sent a Student
ID Photo form which we ask you to return to us with your photograph attached. Please do this as far
ahead of enrolment day as possible so that, if you are due to attend the enrolment session, your card
is available for you to collect. You will then be able to enjoy access to all facilities such as the Library
immediately. If you are not required to attend an enrolment session, your card will be sent to you.
Please do not delay in returning the form: a delay in producing your student ID card may result in your
being unable to fully access Library resources.
If you are a returning student, the ID card you received at the start of your programme remains valid.
If you change your programme, and this has an impact on the duration of your study, you should
contact the Student Advice Team in the Holgate Student Centre to be issued with a new student ID
card (prior to the expiry of your current card).

What’s Next?
If you are a new student, once you have completed online enrolment and posted your student ID card
form and photo to us, you will need to see Registry staff during Welcome Week to complete the final
part of your enrolment, and be issued with your student ID card. Once done, we will notify the Student
Loans Company of your attendance, if applicable, and your first student loan payment can be made
by the Student Loans Company into your bank account. This will usually be deposited three to four
working days after your enrolment.
Please note that it is important that you bring with you:




your University letter of acceptance and your enrolment letter,
your Student Loans Company payment schedule (if appropriate), and
your proof of ID (preferably containing a photograph, e.g. passport or driving licence)

during Welcome Week so that Registry can confirm your identity and give you your student ID card.
Once this is all done, you will be fully enrolled and will be able to access your University e-mail
account.
Returning students are fully enrolled on successful completion of the online enrolment process.
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Completing Online Enrolment
This section guides you through each of the online enrolment screens and explains the information
that you will need to check or provide to complete enrolment successfully.
There are nine steps to online enrolment, as follows:










Declaration
Contact information
Home and term-time addresses
Emergency contact details
Educational background
Biographical information
Further biographical information
Enrolment details feedback
Financial registration, if applicable.

To access the online enrolment system, please go to www.yorksj.ac.uk/evision and log in using your
University username and the password you have set up for yourself. You must complete all steps to
enrol successfully. Each step has sections containing data that you must check and amend as
necessary. All fields marked with an asterisk (*) must be completed. Follow the guidance text on the
screen. If you fail to complete any fields which must be completed you will stay on the same web
page, a warning message will appear and you will be asked to fill in any missing data.

Declaration
This requires you to agree to abide by York St John University regulations. These can be found by
going to www.yorksj.ac.uk/studentpolicies or by following the link on the screen. You must agree to
this or you cannot formally enrol with us. Also available is a link to the Student Experience Partnership
document, setting out our mutual obligations and expectations.

Contact Information
We often use SMS text messaging and e-mail to contact you during the year. This can be important
information that we need to get out at short notice to where you will easily see it. If we don't currently
hold a correct mobile number or e-mail address – necessary for the Change Password function to
work – please enter them here.

Home and Term-time Addresses
Displays your home address details and your contact or term-time address details. Click on the Edit
button on either of these if your address has changed or if any of the details are incorrect. If you do
not yet know your term-time address you can leave this blank and return to it later.

Emergency Contact Details
Records the details of the person you have named as your emergency contact. This information is
required in case of emergencies, and is compulsory.
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Educational Background
This screen collects information about any study you have done prior to starting at York St John
University. We require this information for statistical purposes to allow us to more accurately reflect
the make-up of our student population.
We require you to tell us your highest qualification to date. Please go to the drop-down list which
seems most appropriate and select the relevant option. Please select only one. If you cannot see an
option which matches your highest qualification please enter details in the text box provided.
If your school prior to entry is not listed, please enter it here as well as any higher education institution
you may have attended before starting with us.
If you have been given a Unique Learner Number (issued by the Learner Registration Service) please
enter it here. If not, leave it blank.

Biographical Information
Here we ask about the country which you regard as your permanent home prior to entry to the course,
and your nationality. We are also required to ask about your ethnic origin and whether you have a
disability, and if so whether you are receiving Disabled Students Allowance.
We have a dedicated contact for Care Leavers and Looked After children, and are proud to have
achieved the Frank Buttle Trust Quality Mark. We are required to ask if you have ever been in care,
and if so for how long. Please contact careleavers@yorksj.ac.uk if you would like to know more about
the opportunities and additional support care leavers are entitled to.

Further Biographical Information
We require information about your parents’ higher education qualifications, such as a degree, diploma
or certificate of higher education. The definition of parents includes natural parents, adoptive parents,
step-parents or guardians who have brought you up.
We need to confirm each year the type of accommodation in which you will be living.
We also need to ask you to select from a brief list your socio-economic background (if you are 21 or
over) or (if you are under 21) the socio-economic background of the parent (as defined above) who
earns the most.
Please also give a brief description of your occupational background (if you are 21 or over) or (if you
are under 21) the occupational background of the parent (as defined above) who earns the most.
This screen gives you the option to have your details passed on to the Students’ Union. This is useful
if you want to receive information from the Students’ Union about student events and opportunities
around the University. There is also the option to have your name passed to the Chaplaincy and
Spiritual Care Team in order that they may contact you. So that the University can provide appropriate
provision for the spiritual needs of our students, we would welcome your help in indicating your
religious affiliation, if any.
In order to gain a more accurate picture of the make-up of our student population, we would welcome
your help in indicating your sexuality. This information is held securely and confidentially and will only
be used for anonymous statistics.
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Enrolment Check
If you had to complete a Criminal Records Bureau (CRB) check at the start of your course, you will be
required here to confirm that you have not subsequently received any convictions which would impact
on your ability to work with vulnerable groups. This is compulsory.
The enrolment check screen summarises some of the information we have for you and shows the
details of your programme of study. Check to make sure these are correct and make the appropriate
selection before you proceed.

Financial Registration
Financial registration, where it is required, is part of the online enrolment process. The University will
be notified of any tuition fee loan you have applied for via the Student Loans Company, or if any other
body is paying your fees, and will reduce any tuition fee outstanding. If you have fees to pay, a series
of screens will enable you to pay online by debit/credit card or direct debit, or you can indicate that
you will be paying by cheque. Fees may be paid in full by debit/credit card or cheque, or in four
instalments by direct debit.
Please note that your student loan payment will become available only when you have fully completed
enrolment.
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Information on Modules, Council Tax
and Student Loans
This section contains other useful information relating to module registration, Council Tax and finance.

Module Registration
Module registration is the process by which you choose your optional modules, if applicable, to satisfy
the requirements of your programme of study, as outlined in the programme regulations. For
continuing students this takes place around Easter for the forthcoming academic year. The process
involves logging on to e:Vision and progressing through the appropriate screens. New students
starting in the Autumn will, unless all their modules are compulsory, be asked to make module
selections during Welcome Week. Registry staff will advise you and provide appropriate instruction. It
is not possible for returning students who did not make their selections at Easter to do these now
online.
Please note that your timetable, accessible online via the Student Homepage, will only become
available after you have correctly selected your modules.
Once selected, if you wish to change modules, please ensure you complete fully an Application for a
Module Change form, available via the Student Homepage. Modules can only be changed during the
first two weeks of the semester, so it is important you submit your module change form as soon as
possible. Please note that the timetable will not change to accommodate your change in module; you
are strongly advised to ensure that the module you wish to take is available to you within the
timetable.
It is your responsibility to ensure that you choose modules that meet your programme of study, that
you have a full module credit load, and that you satisfy any necessary pre-requisites to study
particular modules. Credit load is normally 120 credits for full-time undergraduate students (normally
three 20 credit modules per semester) or 40 to 80 credits for part-time students, and 180 credits for
full-time postgraduate students. Please contact Registry or your Faculty Office for advice.

Confirmation of Attendance
Should you require a certificate to confirm your attendance at the University, this can be requested
from the Student Advice Team, situated in the Holgate Student Centre, or by e-mailing
registry@yorksj.ac.uk. The certificate will be forwarded to you within five working days.

Council Tax Exemption
If you are a full-time student undertaking a full-time programme of study you are exempt from Council
Tax.
Full-time students living in York can benefit from York Council’s online Council Tax Exemption
service. York St John University, as well as the University of York and York College, have been
working with York Council to make registering for discounts and exemptions from the Council Tax
easier. You can apply for a discount or exemption online. There is no need to supply student
certificates. If you live in a student property with students who study at places other than the three
participating institutions you will need to complete and send a single form, but students from York St
John University, the University of York and York College will not have to provide proof of student
status.
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To apply online go to www.york.gov.uk/counciltax and follow the link for Student Discounts and
Exemptions.
Full-time students living outside the York Council area can apply for Council Tax exemption to their
Council, but will need to provide them with a York St John Council Tax Exemption certificate. These
are available on request from Registry by either e-mailing registry@yorksj.ac.uk or by visiting the
Student Advice Team in the Holgate Student Centre. Certificates can normally be collected from the
Student Advice Team within 24 hours. There is no charge for this.
For more information on the University’s Council Tax exemption policy, follow the link on the
www.yorksj.ac.uk/studentpolicies webpage.

Student Loan Payments
Students who have applied for a maintenance loan will have received a payment schedule letter from
the Student Loans Company which gives the dates of payment for each instalment of student loan.
However, we must first confirm to the Student Loans Company that you have enrolled fully before the
first payment will be released into your bank account.
For new students that have completed online enrolment, this process occurs after you have seen
Registry staff during Welcome Week and have been issued with your student ID card. Once this is
done, we notify the Student Loans Company of your attendance and your first student loan payment
will be made by the Student Loans Company into your bank account. This will usually be deposited
three to four working days after your enrolment.
For returning students that complete online enrolment prior to the start of the 2009/10 session, your
first student loan payment will be made on the date specified in your payment schedule letter.
Please note that your student loan payment will become available only when you have fully completed
enrolment.
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Medical Enrolment
All resident students are encouraged to enrol at the on campus Medical Centre whilst they are
studying at York St John. It is important that you enrol with the Medical Centre as soon as possible
within your free time during Welcome Week.
Coughs and colds can spread quickly within a University environment so the sooner you enrol, the
sooner you can access health treatments and advice to get you back on your feet!
To enrol at the Medical Centre, please visit the centre situated at Lord Mayors Walk residence block
G during Welcome Week. Contact the Medical Centre for further information on 01904 724775 or
342989.

Page 12 of 15

Enrolment FAQs
This section provides answers to those questions most frequently asked by students.

Where can I get help with online enrolment?
If you have any problems with the online enrolment process, please e-mail the enrolment helpdesk at
registry@yorksj.ac.uk. We will answer your queries as soon as possible. Alternatively you can call
Registry on 01904 876846 or 01904 876849 between 9am and 5pm from Monday to Friday. To help
us, please quote your student ID number in all correspondence.

Can I enrol any way other than online?
No. Enrolment with York St John University will take place online for all new and returning students
that study at Lord Mayor’s Walk campus, unless you are a disabled student who cannot access the
online enrolment system. Please see the question below.

I have a disability that prevents me from registering online. What should
I do?
If you require support with the online enrolment process, or would like to discuss alternative methods
of enrolment, please contact the Disability Service for advice at disabilityservice@yorksj.ac.uk.
Alternatively, you can call them on 01904 876540 between 9am and 5pm Monday to Friday.

I am unable to access the internet in order to enrol. What should I do?
If you do not have access to the internet at home, your local library or community centre may be able
to help. If you cannot access a PC or the internet before you arrive, then you can enrol on your arrival
at the University. Limited PC facilities will be available on campus, in the Holgate Student Centre and
the Fountains Learning Centre.

I am unsure of the information I am being asked to provide online. What
can I do?
If you are unsure about the information you are being asked to provide, please do the following:




read the appropriate section of this guide
read any help text on the relevant online screen
if still unclear, please e-mail the enrolment helpdesk at registry@yorksj.ac.uk or call Registry
on 01904 876846 or 01904 876849 between 9am and 5pm from Monday to Friday.

Do I need to enrol by a certain date?
Yes. The deadline for enrolment and re-enrolment is one month after the start of your programme.
After that date, if enrolment or re-enrolment has not been completed, you will be deemed to have
withdrawn and IT and Library access will be cut off.

Do I have to enrol before I can get a student ID card?
Yes. In order to be issued with a student ID card you must have successfully completed online
enrolment.
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Do I need a new ID card for each year of study?
No. Your York St John University student ID card will last for the duration of your programme. If you
change your programme of study, or take time out, this may have an impact on the duration of your
study, and you should contact the Student Advice Team in the Holgate Student Centre to be issued
with a new ID card.

Why must I complete online enrolment before arriving at York St John?
You should complete online enrolment before arriving at York St John to avoid:





delays in your student ID card being issued
delays in being able to access University facilities
delays in payment of your first student loan instalment, if appropriate
having to queue when you arrive to complete the online enrolment process.

I am a returning student and have forgotten my University username and
password. What should I do?
If you have forgotten your password, you can use the Change Password screen at
www.yorksj.ac.uk/changepassword to have a new password e-mailed to the personal (ie nonUniversity) e-mail address we hold for you. If you do not have a personal e-mail address recorded on
our system, visit the Student Advice Team in the Holgate Student Centre or, if you are not regularly
on campus, we can send it to you via post. When choosing a new password, do not use a password
you have used previously.

Can I register with an outstanding balance from a previous academic
year?
No. If your debt is a £100 or greater you will not be permitted to re-enrol. For the details of the amount
outstanding go onto your Student Record page on e:Vision and click on 'Statement details'. You will
be able to make a payment by debit or credit card from this page. If you are unable to make a
payment please contact the Finance Department at finance@yorksj.ac.uk with your proposed
payment plan.

Do I have to pay my fees in full in order to register?
No. If you do not want to pay your tuition fees in full you have the option of paying by direct debit in
four instalments from November to February, or applying for a tuition fee loan via the Student Loans
Company.

What do I need to do if I am sponsored?
If you have already notified us that someone else is paying your fees, during the enrolment process
you will be shown the balance the sponsor will pay us on your behalf and the amount you will need to
pay. If you have told us about your sponsor and the details do not appear on the screen, you should
send us a query with the relevant details (see below) using the query box on the screen. If you have
not told us about your sponsor you will not be able to continue with the enrolment process until you
do. You should email us on finance@yorksj.ac.uk and tell us:





sponsor’s name
sponsor’s address
the name of the person we should contact
the amount you think they have agreed to pay
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your student number

I have applied for a tuition fee loan. Why are you still asking me to pay
my tuition fees to the University?
The Student Loans Company will inform us the amount of loan you have applied for and the
enrolment process will show any balance you may have to pay. If the SLC has not yet informed us of
your loan, we cannot include this information in our process. If this happens, we need you to fill in a
tuition direct debit to cover the liability. This will be amended once we have the loan information, and
you will receive a refund if appropriate.

When and how will I be able to see my timetable?
Your timetable will be available to view from the timetable website, www.yorksj.ac.uk/timetable. If you
have not yet enrolled, you will not be able to view a timetable. Similarly if you haven’t made all your
module selections your timetable online will be incomplete. As a guideline, expect to see module
choices and changes to be reflected in the timetable 24 hours after you have made the
choice/change.
You can choose to view timetables for the modules/programmes/rooms you are interested in, as well
as your personal timetable (to do this you will need your student number), or timetables for your
student group (PGCE, some QTS etc). More information can be found on the timetable website.
The timetable as published is the definitive version. You should rely on this unless specifically
instructed otherwise. Please address any queries initially to your programme administrator; they will
be able to either advise you on the spot or refer the issue to the Timetable Office. If you do need to
contact the Timetable Office, you may do so via email at timetable@yorksj.ac.uk.

Where can I find more information on University policies and
procedures?
All our student-related policies and procedures – including our Student Experience Partnership
document and our Terms and Conditions document – are accessible online at
www.yorksj.ac.uk/studentpolicies. Links to key information is also available on our Student Homepage
at www.yorksj.ac.uk/student.
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